Zipping / compressing files
Zipping means to 'batch' files together in a folder and compress them into a single zipped file. They can then be sent, e.g. via email, as a single reduced file. There are various zipping software programs available, e.g. WinZip.
Windows XP has an inbuilt zipping / compression program. To zip a folder using Windows, do the following: place files in folder>right click on folder>Send to>Compressed (zipped) Folder.
For example: a folder containing 1 MB of files can be compressed to approximately 340 KB. To unzip a zipped file simply double click on the zipped folder to activate the Unzip Wizard to restore the files to the same size as the original.
Images
Images should be compressed to reduce both their actual size (in pixels) as well as their file sizes in MB. Digital cameras' file output size is determined by the camera's resolution and image size. The higher the megapixel value of a camera, the larger the file size and size of image in printing terms. 
Audio
Sound editors, e.g. Audacity a freeware program, allow you to export audio files as MP3s. MP3 file sizes are approximately one tenth of a normal WAV file. iTunes will also convert WAV to MP3s.
Multimedia
Multimedia files, including video and flash files, should be made as small as possible. Be selective in what you evidence. A fifteen minute video to highlight one minute of camera and lighting angles will defeat the purpose. Edit your videos to be relevant to your goals.
Bandwidth
Bandwidth is becoming less of an issue with more places having access to higher speed, broadband connections. However, many people are still using 56K modems, or have Internet plans where they pay for each MB uploaded and downloaded. If you are in these situations, use the computers available through your course, in computer labs or in the library. Do remember, to increase your upload and download times, all file sizes should be as small as possible.
File management
File management is often overlooked as a necessary prerequisite for effective eLearning, but your ability to keep track of your files, resources and links will help you to manage and organise your ePortfolio. In brief:
 Keep all files in a secure place, e.g. on your H drive at RMIT or on your local computer at home.
 Always have a backup of your files. Never store your files in only one place: keep at least 2 copies of your files in case anything goes wrong!  USB / Memory sticks are widely used as portable storage devices. These can be used to transport your files, especially large ones, from one place to another.
Tip: Microsoft defaults to My Documents to store all editable files, e.g. music, documents, videos etc. Store your files in appropriate folders in My Documents. This makes it easy to do a backup of all your files. To create a new folder, right click in the window, select New>Folder then name appropriately.
